Title of the policy Guidance on the Recruitment and Employment of Apprentices

Date _ 02/07/14

Lead Officer Sally Dobrowolska
Who else is involved in N/A

undertaking this '
assessment?

Step 1 — Overview of policy/function being assessed

A. Outline: What is the purpose of this policy? (specify aims and objectives)

The purpose of this guidance is to provide managers with a procedure for dealing with
apprenticeships within the Council. All apprenticeships should be underpinned by the Council's
values and principles, in order to ensure the provision of high quality apprenticeships which are
ethical and safeguards both the individual and the Council from exploitation.

B. What specific groups is the policy designed to affect/impact?

The policy will impact on those seeking apprenticeships within the Council. Apprenticeships are
open to all to apply and are offered in a variety of different sections.

The document is designed to offer advice and guidance on apprenticeships, including legislative
requirements and recommended best practice. Furthermore, it is a document to support managers
when considering or agreeing to apprenticeships.

~

C. Which groups have been consulted as part of the creation or review of the policy?

Consultation is with the management team and trade unions (Unison, GMB) as part of the
creation/review of the policy as the change is legislative.

Internally, Learning and Development have been consulted as they work closely with managers
advising on apprenticeships throughout the Council.

Step 2 — What we already know and where there are gaps

A. List any existing information/data do you have/monitor about different diverse groups in
relation to this policy? Such as in relation to ethnicity, religion, sexual orientation, '
disability, age, gender, transgender etc.

Datal/information such as:
= Consultation _
= Previous Equality Impact Assessments
=  Demographic information
=  Anecdotal and other evidence

Charnwood Borough Council produces a quarterly report on the Council Workforce and Equality
Targets. The figures within that demonstrate that for the latest quarter of analysis that the:

Number of staff employed 543

Number of male employees 240

Number of female employees 303

Number of employees with known age 543
Number of employees aged under 25 is 26
National Unemployment Rate 7.2%
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B. What does this information / data tell you about diverse group? If you do not hold or have
access to any datal/information on diverse groups, what do you need to begin collating /
monitoring? (please list)

The data tells us that we have a good sized workforce that should lead to opportunities for
apprenticeships within sections of the Council.

It also demonstrates that there is a diverse pool by which people may gain valuable practical
experience, which could help to tackle the problem of unemployment. A particular emphasis of this is
youth unemployment. Apprenticeships can provide a valuable insight into work and credible
experience for individuals to demonstrate to employers.

Additionally, it can support the organisation by gaining fresh views and perspectives on the work
undertaken within the Authority.

Step 3 — Do we need to seek the views of others? If so, who?

A. In light of the answers you have given in step 2, do you need to consult with specific
groups to identify needs / issues? If not please explain why.

There is no further need to consult with specific groups to identify needs/issues. The guidance is in
place to support managers. The opportunity to provide apprenticeships is available to departments
to consider their own service needs.

- Step 4 — Assessing the impacts

In light of any data/consultation/information and your own knowledge
and awareness, please identify whether the policy has a positive or
negative on the groups specified and provide an explanation for your
decision. (please refer to the general duties on the front page)

Age This policy applies to all ages. There are types of apprenticeships that could
suit all individuals. However barriers may potentially need removing to dispel
the stereotype of apprenticeships only being suitable for younger people/
school leavers and that service areas may need to be aware and prompted to
target promotion of apprenticeships to a range of age groups.

Disability Suitable apprenticeship options would be available to all. The Council WI|| A
(physical, visual, endeavour to positively support apprenticeship requests from individuals with a
hearing, learning | disability, in accordance with the ‘two ticks’ scheme and its general equalities
disabilities, ' principles.

mental health) o
Employees with learning difficulties may be disadvantaged in respect of
engaging easily with the procedure and being able to fully explain their
circumstances or request relevant support.

Gender N/A

Religious Belief N/A
Racial Group N/A
Sexual Orientation | N/A
Transgender N/A
Other protected N/A
groups

(pregnancy &

maternity,

marriage & civil
partnership)

Other socially N/A
excluded groups
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priority

etc)

(low literacy,

neighbourhoods,
socio-economic,

All

The apprenticeship policy is open to all to apply, subject to the normal

recruitment and selection principles. It can apply to any age and covers a wide
variety of career development-opportunities. Additionally, it can apply to those
already in work who may, for example, be seeking a different change of career.

Step 5 — Action Plan

Please include any identified concerns/actions/issues in this action plan:
The issues identified should inform your Service Plan and, if appropriate, your Consultation

promotion to encourage candidates from across all

ages.

Plan
Question Action Responsible Target
Number Officer Date
(Ref)
Age — Ensure the policy applies to all ages, with SD Completed
specific criteria for each type of placement. Ensure within
the policy promotes positive and/or targeted policy.

Disability- ensure all individuals can engage with the
policy/ procedure easily. Remove any potential
barriers in accessing the policy and apprenticeship

opportunities which may exist.

Step 6 — Who needs to know about the outcomes of this assessment and how will they
be informed

Who needs to know How they will be informed
(Please tick) (we have a legal duty to publish EIA’s)
Employees N This assessment will be sent to the Service
Head for agreement and published on the
intranet. It will form the basis for producing a
policy that is designed to encourage
apprenticeships and realise the benefits to
the individual and the organisation in
supporting such schemes. It offers guidance
for managers to ensure the placement is
organised and carried out correctly.
Employees will be informed and information
will be available via the intranet.
Service users '
Partners and stakeholders
Others
To ensure ease of access, N The policy would be available to all
what other communication employees and published on the intranet.
needs/concerns are there?
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Step 7 — Conclusion (to be completed and signed by the Service Head)

Please delete as appropriate

| agree / disagree with this assessment / action plan

If disagree, state action/s required, reasons and details of who is to carry them out with
timescales:

Signed (Service Head):

Date:

Please send completed & signed assessment to: Rachel Beaumont
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Title of‘the policy Prevention of lllegal Working Guidance

Date November 2014 |

Lead Officer Helen Graham, HR Adviser

Who else is involved in undertaking Strategy Team, Strategic Human Resources
this assessment? (Leicestershire County Council)

Step 1 - Overview of policy/function being assessed

A. Outline: What is the purpose of this policy? (specify aims and objectives)

This guidance has been produced to assist managers in preventing the employment of
individuals who do not have the right to work 'in the UK. It also provides information to
employees regarding the importance of maintaining their right to work in the UK and the
potential consequences of failing to provide, when requested documentary evidence proving
this entitlement.

B. What specific group(s) is the policy designed to affect/impact?

The policy applies to all Charnwood Borough Council employees.

C. Which groups have been consulted as part of the creation or review of the policy?

Management Team, Legal Services, Trade Unions (Unison, GMB and UCATT) and
Members.

Step 2 - What we already know and where there are gaps

A. List any existing information/data you have/monitor about different diverse groups in
relation to this policy? Such as in relation to ethmmty, religion, sexual orientation,
disability, age, gender, transgender etc.

Datal/information such as:
= Consultation
= Previous Equality Impact Assessments
= Demographic information
= Anecdotal and other evidence

Composition of the Council’'s workforce:

Male: 43%

Female: 57%

Declared disabled: 3.7%
BME: 8.9%

B. What does this information / data tell you about diverse group? If you do not hold or have
access to any data/information on diverse groups, what do you need to begin collating /
monitoring? (please list)

Although it has the capability, Trent is not currently used to record details (e.g. passport
number, work permit expiry date, etc.) from the documents provided by employees to prove
their entitlement to work in the UK. Consequently, the Council is not currently able to
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produce reports detailing the number, or characteristics, of employees who have only been
granted the temporary right to work or has restrictions on their employment. There are also
still a large number of employee records on Trent that do not contain responses to some
characteristics (e.g. 56.6% contain no response for sexual orientation, 30% contain no
response for disability).

The Council is also not currently able to produce a report to confirm the number (if any) of
employees that have been dismissed as a result of failing to maintain their right to work in
the UK. A new casework database has been developed which will hopefully address this
issue.

Step 3 - Do we need to seek the views of others? If so, who?

A. In light of the answers you have given in step 2, do you need to consult with specific
groups to identify needs / issues? If not please explain why.

There is no further need to consult with specific groups in order to identify needs/issues.

The guidance applies to all employees of Charnwood Borough Council and will ensure that
managers undertake the necessary document checks in order to confirm an individual's
entitlement to work in the UK.

Information on acceptable documents and the process that needs to be followed are legal
requirements as set out in the Home Office’s ‘Full guide for employers on preventing illegal
working in the UK’. It is a criminal offence for the Council to employ an individual who does
not have the right to work in the UK. Consequently, a process will be introduced to deal with
‘those employees who fail to maintain their entitlement to work for the duration of their
employment with the Council. This process will apply to all employees equally and will meet
the Council’s legal obligations.

Step 4 - Assessing the impacts

In light of any data/consultation/information and your own knowledge
and awareness, please identify whether the policy has a positive or
negative impact on the groups specified and provide an explanation for
your decision. (please refer to the general duties on the front page)

Age N/A
Disability (physical, | Potentially a negative impact as an employee’s ability to understand the
visual, hearing, guidance and their responsibilities under it may be affected ‘by their
learning disabilities,
mental health) disability (e.g. learning difficulties).

| Gender N/A

Religious Belief N/A

Racial Group Potentially a negative impact as employees with English as a second
language may have difficulty understanding the- guidance and their
responsibilities under it.

Sexual Orientation | N/A
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Transgender

N/A

Other protected
groups (pregnancy
& maternity, marriage
& civil partnership)

N/A

Other socially
excluded groups
(low literacy, priority
neighbourhoods,
socio-economic, etc)

N/A

All

N/A

Step 5 - Acti

on Plan

Please include any identified concerns/actions/issues in this action plan:
The issues identified should inform your Service Plan and, if appropriate, your Consultation Plan

information (e.g. sexual orientation, religion)
on Trent so that data is available for
statistical analysis

Question Action Responsible Target Date
Number ' Officer
(Ref)
In order to address potential issues in HR Services / | During
relation to an employee's ability to Managers implementation of
understand their responsibilities (due to a the guidance
disability or language issues), the wording
used in the guidance is clear making it easy
‘to understand. Managers, with support from
HR Services, will also ensure that
employees are clear on what they need to
do at each stage of the process.
To ensure that data relating to the HR Services | Ongoing
documentary evidence provided by '
employees is input into Trent
To analyze equality monitoring data in Claire Ongoing
relation to employees with the temporary Gregory
right to work in the UK.
To increase the percentage of employee’s Management | Ongoing
who have declared their personal Team

Step 6 - Who needs to know about the outcomes of this assessment and how will they

be informed
Who needs to know How they will be informed
(Please tick) (we have a legal duty to publish EIA’s)
Employees v This assessment will be sent to the
Service Head for agreement and
published on the Council's website.
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Employees will be informed that new
guidance has been published (via
managers) and information will be
available via the Council's intranet.

Service users

Partners and stakeholders

Others

To ensure ease of access,
what other communication
needs/concerns are there?

Step 7 - Conclusion (to be completed and signed by the Service Head)

Please delete as appropriate

| agree 1-dismrree-with this assessment / action plan

If disagree, state action/s required, reasons and details of who is to carry them out with
timescales: : '

Signed (Service Head):

At

Date:

Please send completed & sighed assessment to: Rachel Beaumont
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